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Title:  ..............................................................................................................................  

This sheet is to help you record what you will need to do to make a  
start on your project. 

Who do you need? 

 

What do you need? 

 

What will it cost? 

 

How long will it take? 

 

Who is it for? 
(Audience) 

 

Comments: 

 .....................................................................................................................................  

 .....................................................................................................................................  

 .....................................................................................................................................  
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Information/Notes: 

 .........................................................................................................................................  

 .........................................................................................................................................  

 .........................................................................................................................................  

 .........................................................................................................................................  

 .........................................................................................................................................  

 .........................................................................................................................................  

 .........................................................................................................................................  

 .........................................................................................................................................  
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This sheet is to help you record the success of your project. 

Did you work well 
together? 

 

Were the resources 
used the right ones? 

 

Did you keep to your 
budget? 

 

Did you keep to the 
timescale you 
planned? 

 

What was the 
audience reaction? 

 

Comments: 

 .....................................................................................................................................  

 .....................................................................................................................................  

 .....................................................................................................................................  

Signed:  ......................................................................  Date:  ......................................  

  


